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UNIfEO  STATES  INFOIMATION  AGENCY 


U^.  INFORMATION  AGENCY 

Privacy  Act  of  1974 
Notice  of  Syston  ot  Records 

On  Ausust  27,  1975,  the  U.S.  Information  Agency  published  in 
the  FEDERAL  REGISTER  (40  FR  39335)  a  Notice  of  Systems  of 
Records  in  accordance  with  5  U.S.C.  552a  (eX4)  and  (11),  Section  3 
of  the  Privacy  Act  of  1974  (P.L.  93-579),  for  purposes  of  inviting 
put^  comment  thereon.  No  comments  having  b^n  received,  we 
have  decided  to  a^pt  the  notices  as  proposed,  with  the  following 
corrections  and  additions; 

In  System  USIA-22,  “Master  Employee  Records-IFT-USIA,  add 
the  frXlowing  item  to  “Categories  of  Records  in  the  System”:  work 
cqiMes  of  performance  evaluations  accessible  to  rating  officers 
(wl^h  are  maintained  at  various  locations  in  the  Agency  under  the 
contix^  of  rating  officers).  Add  the  following  item  to  “Routine  uses 

records  maintained  in  the  system,  induing  categories  of  users 
and  the  purposes  oi  such  uses”;  for  preparation  of  employee  per¬ 
formance  ratings. 

In  System  USIA-23,  “Non-Official  Personnel  Files-USIA,”  add 
the  following  item  to  “Categories  of  Records  in  the  System”:  em¬ 
ployee  locator  cards. 

In  System  USIA-28  “Printout  of  Minority  Group  Designator 
(MGD)  Data  System-IEO-USIA,”  Categories  of  Records  in  the 
System  should  read  as  follows;  Computer  printout  containing 
names  of  all  USIA  employees  identified  by  name,  sex,  race,  na¬ 
tional  origin,  age,  grade  and  wage  scale. 

The  Agency  also  proposes  to  amend  System  USIA-1, 
“Americans  Residing  in  Foreign  Countries-USIA,”  which  was 
published  in  the  FEDERAL  REGISTER  on  August  27,  1975.  Infor¬ 
mation  required  to  update  this  system  is  stiU  being  received  from 
the  Agency’s  overseas  establishments.  Pending  receipt  of  all 
responses  to  a  request  for  this  information,  we  are  setting  forth 
herein  the  revised  routine  uses  d  the  system  for  puUic  conunent. 

Routine  uses  of  records  maintmned  in  the  system,  including 
categories  of  users  and  the  purposes  of  such  uses:  Distribution  of 
printed  matter;  invitation  lists  for  official  social  functions  and  pro¬ 
grams;  selection  of  candidates  for  temporary  employment,  as 
needed;  location  of  specialists  to  arrange,  conduct,  appear  in  or  ap¬ 
praise  Agency  prognuns  organized  overseas;  press  briefings  for 
American  journalists  residi^  in  foreign  countries;  ^>praisal  of 
American  specialists  whose  services  are  utilized  in  A^ncy  pro¬ 
gramming  overseas. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  ^ency  as  may  be  required  in  ^e  per¬ 
formance  of  their  crfficial  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  ^vernment  a^ncies  having  statu¬ 
tory  or  other  legal  authority  to  maintain  such  information. 

In  FR  Doc.  75-22454  published  in  the  FEDERAL  REGISTER  (40 
FR  39335)  of  August  27,  1975,  setting  forth  as  prescribed  by  the 
Privacy  Act  of  1^4,  the  systems  of  records  within  the  U.S.  Infor¬ 
mation  AMncy,  the  following  systems  of  records  were  omitted  due 
to  oversi^t 

USIA-37  Advisory,  Referral  and  Counseling  Records-IPT- 
USIA 

USIA-38  Book  Adaptation  Fiks-ICSSIA 
USIA-39  Career  Counseling  Records-IPT-USIA 
USIA-40  Employee  Parking-USIA 
USIA-41  Employment  Requests-IPT-USIA 
USIA-42  Exhttnt  Guide  Training  File-ICS-USIA 
USIA-43  Exhibit  Specialist  Grantees-ICS-USIA 
USIA-44  Foreign  Service  Locator  File-IPT-USIA 
USIA-45  Information  Center  Service  Contractors  and 
Grantees-ICS-USIA 
USIA-46  Mailing  Lists-IOA/SS-USIA 
USIA-47  Officer  Assignment  Requests-IPT-USIA 
USIA-48  Official  Travel  Records-IOA/ST-USIA 
USIA-49  Photographers  and  Photographs  for  Exhibits  Use- 
ICS-USIA 

USIA-50  Records  on  Shipment  of  Effects,  Unaccompanied 
Baggage  and  Automobde-IOA/F-USIA 
USIA-51  Salary  Computation  Records-IOA/B-USIA 
■  USIA-52  Travel  Authorization  Obligation  FQe-IOA/F-USIA 
USIA-53  Source  FOe-IMV-USIA 

The  U.S,  Information  Agency’s  Notice  of  Systems  of  Records 

(40  FR  39335)  also  includeda  Prefatory  Statement  of  General  Rou¬ 


tine  Uses  which  apply  to  aD  systems  oi  records  disclosed.  The 
Agency  intends  to  mclude  the  followiiig  additional  General  Routine 
Uses  to  those  previous^  puUished. 

7.  A  record  from  this  system  of  records  may  be  disclosed  to  an 
authorized  appeal  grievance  examiner;  a  formal  complaints  ex¬ 
aminer;  an  equal  employment  opportunity  investigator;  an  arbitrator 
or  other  duly  authorized  oMkial  engaged  in  investigation  or  settle¬ 
ment  of  a  grievance,  complaint  or  appeal  filed  by  an  employee.  A 
record  from  this  system  of  records  may  be  disclosed  to  the  U.S. 
Civil  Service  Commission  in  accordance  with  the  Agency’s  respon¬ 
sibility  for  evaluation  and  oversight  of  federal  persotmel  manage¬ 
ment. 

8.  A  record  from  this  system  of  records  may  be  disclosed  to 
authorized  employees  a  federal  agency  for  purposes  audit. 

9.  Disclosure  may  be  made  to  a  ccmgression^  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

10.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  the  Depaitrnent  of  State  and  its  posts  abroad  fm  the 
purpose  of  transmisaon  of  information  between  organizational 
units  of  the  AgetKy,  or  for  purposes  related  to  the  responsibilities 
of  the  Department  of  State  in  crmducting  f(»eign  policy  or  protect¬ 
ing  United  States  citizens,  such  as  the  assignment  of  employees  to 
positions  abroad;  the  repratir^  of  accidents  atnroad,  evacuatkm  of 
employees  and  depmidents,  a^  other  purposes  for  which  officers 
and  err^loyees  of  the  Department  (rf  State  have  a  need  for  the 
records  in  the  performance  of  their  official  duties. 

11.  A  record  in  this  system  records  may  be  disclosed,  as  a 
routine  use,  to  a  foreign  government  or  internatioiud  agency  when 
necessary  to  facilitate  tte  conduct  of  U.S.  relations  with  that 
government  or  agency  throu^  the  issuance  of  such  documents  as 
visas,  country  clearances,  identification  cards,  drivers’  licenses, 
diplo^tic  lists,  licenses  to  import  or  export  persorud  effects,  and 
ot^r  crfficial  documents  and  permits  rotOinely  required  in  connec¬ 
tion  with  the  official  service  or  travel  alxoad  of  the  individual  and 
his  or  her  dependents. 

12.  A  record  in  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  Federal  agencies  with  vdiich  the  Agency  has  entered 
into  an  agreement  to  provide  services  to  assist  the  Agency  in  carry¬ 
ing  out  its  functions  under  the  Foreign  Assistance  Act  of  1961,  as 
amended.  Such  disclosures  would  be  for  transmitting  information 
between  organizational  units  oi  the  Agency;  for  providing  to  the 
original  emfdoying  agency  information  coocetnir^  the  services  of 
its  enqdoyee  wMle  under  die  supervision  of  the  Agency,  including, 
performance  evaluations,  rqiorts  of  conduct,  awards  a^  commen¬ 
dations  aral  infcMmation  normally  obtained  in  the  course  of  person¬ 
nel  administration  and  employee  supervision;  or  for  providing  other 
information  directly  related  to  the  purpose  of  the  inter-agency 
agreement  as  set  forth  therein,  and  necessary  and  relevant  to  hs 
implementation. 

13.  A  record  in  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  Department  of  Justice  to  determine  whether  disclo¬ 
sure  therrrof  is  required  by  the  Freedom  of  Information  Act  (5 
U.S.C.  552). 

14.  A  record  in  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  when  the  t^oimation  is  subject  to  exemption  uiakr 
the  Freedom  of  Information  Act  (5  U.S.C.  552)  but  the  Agency,  in 
its  discretion,  determines  not  to  assert  the  exen^on. 

Any  person  interested  in  this  notice  may  submit  written  views, 
comments  or  other  data  to  the  Assistant  Director  (USIA),  Public 
Information,  1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C. 
20547.  Any  comments  received  from  the  public  within  thirty  days 
from  publmation  will  be  considered  and  appropriate  amendments 
may  be  made.  Comments  received  wifl  be  made  availaUe  to  the 
public  for  inspection  in  Room  719  at  the  above  address  between  the 
hours  of  9:00  a.m.  and  5:00  pjn.,  Monday  through  Frklay  (except 
holidays).  Dated:  January  21,  1976w 

Matga^  J  Miller 

Certified  to  be  a  true  copy  of  the  odguuJ  document. 

Ei^ne  P.  Kof]^ 

Acting  Director 

U.S.  Information  Agency 
USU-22(AnMndaMni) 

Systcni  name:  Master  Employee  Records  -IPT-USIA 
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Sjrilefn  tocalioo:  U.S.  Information  Agency.  Office  of  Perstmoel 
and  Trainingn  1776  Pennsylvania  Avenue,  N.W.,  Wasfaingtoa,  D.C. 
20547,  and  U.S.  Information  Agency,  300  “C"  Street,  S.W., 
Washington,  D.C.  20S47.  Computer  records  are  maintained  by  the 
finance  and  Data  Management  Division,  U.S.  Information  Agency,, 
1750  Pennsylvania  Avenue,  N.W.,  WashingUm,  D.C.  20547. 

Categories  of  individwds  covered  by  the  system:  All  Domestic  and 
Foreign  Service  enq>loyees  of  USlA. 

Categories  of  records  in  the  system:  Data  cm  enqiloyees’  worii  ex¬ 
perience,  assignments,  promotions,  transfers,  within-grade  in¬ 
creases,  personnel  actiems,  ethnic  origin,  organizational  unit,  em¬ 
ployee  code  numbers,  pay  plan,  tenure  code,  sex,  martial  status, 
age,  depen^ts,  veterans  preference,  service  computation  date, 
commendations,  evaluation  of  w<vk  perfinmance,  medical  files, 
training,  certificates,  home  address,  next-of-km  and  informatioo  re¬ 
lated  to  seewty,  clearances;  wcwk  co^s  of  performance  evalua¬ 
tions  accessible  to  rating  officers  (co|Mes  of  which  are  maintained 
at  various  locations  in  ^  Agency  under  tte  control  of  rating  of¬ 
ficers). 

Anthority  for  maintenance  of  the  system:  B.O.  10561;  FPM  Chi^). 
291-93,  5  use  1302,  2951,  4118,  4308,  4506;  FPM  Chap.  713  Subch. 
3;  E.O.  14492;  44  USC  3101 ;  FPM  Chap.  732. 

Routine  uses  of  records  msintaiiifd  in  the  system,  indading  catego¬ 
ries  of  naers  and  the  pnrpoees  of  sach  uses:  To  prepare  reports 
required  by  the  Civil  Service  Commission,  Congress  and  OMB;  to 
assist  personnel  officers  in  flagging  suspense  actions  such  as  ex¬ 
piration  of  LWOP,  within-grade  salary  increase  due  date,  etc.;  used 
by  Civfl  Service  Commission  and  investigatory  agencies  to  verify 
employnKnt  and  emfdoyee  statements  on  applications  for  employ¬ 
ment  with  other  agencies;  investigation  of  discrimination  com¬ 
plaints;  statistical  reportiiig  to  CSC  cm  mincHity  enqdoyment;  «»- 
trol  of  personnel  ceilings;  movement  dynamics  and  cMganizatimial 
structure  as  required  by  law;  location  of  foreign  service  engdoyees; 
to  conduct  security  checks  and  updating  security  clearances;  for 
preparation  of  en^oyee  performance  rating.  Alw  see  PrefhbHy 
Statement  of  General  Routine  Uses. 

Information  is  made  available  (m  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  ^ency  as  may  be  required  in  ^  per- 
finmaqce  of  their  official  duties. 

The  {Hincipal  users  of  this  information  outside  the  U.S.  Infwma- 
tion  A^ncy  are:  The  Department  of  State,  the  Qvfl  Service  Com¬ 
mission,  Personnel  offices  in  other  government  agencies  as  a  result 
(rf.  a  transfer  or  potential  transfer  of  the  individual  to  whom  the 
record  pertains,  other  agencies  considering  employees  for  detail 
purposes,  the  National  Personnel  Records  Center  upon  separation 
of  the  employee^  for  rectwd  and  credit  checks,  accredited  investiga¬ 
tors. 

Palldes  and  practices  for  storing,  retrieving,  ncccaring,  retaining, 
and  diiporing  of  records  in  the  systew 

Stonge:  Computer  storage  on  discs  and  magnetic  tape,  computer 
reports,  visual  emd  file  drawers,  paper  reemds  in  file  fokkrs. 

Rctrievahility:  By  employee  name,  agency  element,  employee 
identification  numbw,  gi^e,  class,  tenure  code,  retirement  code  or 
other  unique  computer  sorting  capability. 

Soisgnards:  Computer  records  are  stored  in  tape  files  or  inter¬ 
nally  in  the  computer  and  cannot  be  physically  accessed  except  by 
authorized  personnel;  all  other  files  are  kept  locked  in  metal  file 
caUnets.  Access  controlled  by  “sign  “sign  out”  records.  By  law, 
minority  codes  and  names  of  employees  never  ^ipear  togett^  ex¬ 
cept  to  “Equal  Employment  Opportunity”  officers.  Computer  ac¬ 
cess  to  EEO  information  controlled  by  written  direction  of 
Assistant  DirectcH'  (USLA)  EEO. 

Retention  and  dispowii:  Old  computer  reports  destroyed  by 
shredding  when  new  listings  are  produced;  computer  ta^s  and 
discs  are  retained  indefinitely;  other  reccuds  are  retained  until  em¬ 
ployee  is  separated,  and  disposed  ol  by  transfer  to  Civil  Service 
Commission,  other  employing  agency.  Federal  Records  Center,  or 
destruction  as  directed  by  internu  agency  regulations. 

Syeteaa  managers)  and  addiw:  Chief,  Personnel  Operations  Divi¬ 
sion,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

NodOcatien  pracednre:  Assistant  Director  (USlA),  Public  Infor¬ 
mation,  Room  719,  1750  Pennsylvania  Ave.,  N.W.,  WashingUm, 
D.C.  20547. 

Record  acceae  pracednrss:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Dhrector  (USLA),  Public  Information,  Room 
719,  1750  Pennsylvania  Ave.,  N.W.,  Washington.  D.C.  20547. 


Contesting  record  pracednees:  The  Agmey’s  rules  for  acoees  and 
for  contesting  contents  and  appealing  initial  driemnnations  by  the 
individual  concerned  appear  in  the  Rides  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categar^;  The  employee  himself  or  herself;  em¬ 
ployment  applications;  irffidal  personnel  records;  personnel  action 
forms;  personnel  officers;  admmistrative  files;  bu(%et  and  persoi^ 
nel  authorizations;  employees’  supervisors;  USlA  CWice.of  Securi¬ 
ty;  training  officers  and  other  officials  involved  in  personnel 
management 

USIA-23  (AnKiidnMt) 

System  name:  Noo-Offidal  Personnel  Ffles-USIA 
System  nasm:  U.S.  Information  Agency,  1776  Penns]rlvania 
Avenue.  N.W..  WashingUm,  D.C  ^7. 

U.S.  Information  Agency,  1750  Pennsylvania  Avenue,  N.W., 
WashingUm,  D.C.  20547. 

U.S.  Information  Agency,  1717  “H”  Street,  N.W.,  Washington, 
D.C.  20547. 

U.S.  Infmmation  Agency,  601  “D”  Street,  N.W.,  Washington, 
D.C.  20547. 

See  Appendix  I  for  details  of  offices  located  in  WashingUm,  D.C. 
See  Appendix  II  for  the  locations  of  Agency  offices  located  out¬ 
side  of  Washington,  D.C. 

Catagsrice  of  indiridnals  covered  by  the  sysiM:  Current  em- 
fdoyees,  and  employees  of  other  agencies  detailed  to  USlA,  and 
who  are  assigned  to  any  of  the  following  Agency  elements: 

Office  of  the  Director 
Office  of  Policy  and  Flans 
Ottke  of  Research 

Office  of  Eqi^  Emptoyment  Opportunity 
Office  oi  Assistant  Director  (Plume  Information) 

Office  of  the  General  Coimsel 
Office  of  Security 

Office  of  the  Assistant  Director  (Africa) 

Office  of  the  Assistant  Director  (East  Asia  and  PKxfic) 

Office  of  the  Assistant  Director  (Europe) 

Office  oi  the  Assistant  Director  (Latin  America) 

Office  of  the  Assistant  Director  (North  Africa,  Near  East  and 
South  Asia) 

Office  of  Administration  and  Management 

Office  of  Personnel  and  Tkaming 

Office  of  the  Assistant  Director  (Information  Centers) 

Office  of  the  Assistant  Director  (Ifotion  Pictures  and 
Television) 

Office  of  the  Assistant  Director  (Pess  and  Pibhcatioiis) 

(Note:  For  Non-Offktal  Personnel  Records  maintained  by  the 
Office  of  the  Assistant  Director  (Broadcasting),  see  USIA-S,  Em¬ 
ployee  Administrative  Files-IBS-USIA). 

Categsriis  of  lecmdi  in  the  ^ysteuK  Job  deocriptions;  persoonel 
aetkm  forms;  payroB  change  sl^;  service  record  cards;  employee 
locator  cards;  le^rs  of  commcaaiation  and  odmr  oorrespondenim; 
material  related  to  engiloyment,  experience,  training,  special 
qualifications  and  skills;  salary  and  leave  records.  (Note:  the  record 
material  listed  above  may  not  be  contained  in  the  files  of  afl  Agen¬ 
cy  elements  listed  under  “Categories  of  Individuals  Covered  by  the 
System”). 

Authority  for  andateonnee  of  the  system:  FPIif-293-31.  Subch.  S-8; 
USIA’s  Manual  of  Operatkms  and  Administrstkm.  Rut  111-5201 
Routine  nsm  of  reoards  smlntslned  in  the  system.  Indudhtg  catega- 
rtes  of  naan  and  the  pnriMam  of  such  anas:  To  prepare  rei^nests  For 
persoonel  action;  to  promde  convenient  access  to  formation  about 
engdoyees,  in  view  of  the  office’s  physical  sepwation  from  the  Of¬ 
fice  of  Persoonel  and  Training,  winch  maintains  Official  l^rsoonel 
Files. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 
Information  is  made  available  on  a  need-lo-know  basis  to  peraon- 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  m  Per¬ 
formance  of  their  official  duties. 

Information  in  these  files  is  not  normally  available  to  individuab 
or  agencies  outside  the  U.S.  Information  Agency,  but  records  may 
be  released  to  other  government  agenoea  who  have  statutory  or 
other  lawful  authority  to  maintain  su^  information. 

Palldes  and  nractiem  far  slsiing,  retotevhig.  aceesdng,  retehslag. 
and  dhpssing  ofincards  ha  the  system; 

Starage:  Paper  records  in  file  folders. 

Rctrteishimj.  Indexed  by  individual  naase. 

SafegnardR  Maintained  in  locked  file  cabinets. 
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BctaaRM  Md  RhpMd:  When  employee  sepaialea  from  the  Agen¬ 
cy,  file  is  forwarded  to  the  Office  ai  Personnel  and  Traimng  for 
screening  and  dispcwal. 

System  managerfs)  and  address:  Chief,  Secretariat  Staff,  Office  of 
the  Director,  1^50  Pennsylvania  Avenue,  N.W.,  Washin^n,  D.C. 
20547. 

Records  Control  Officer,  Office  of  Policy  and  Plans,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Executive  Officer,  Office  of  Research,  1750  Pennsylvania 
Avenue,  N.W.,  Washimton,  D.C.  20547. 

Reco^s  Control  Ofneer,  Office  of  Equal  Employment  (^portu- 
nity,  1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Access  to  Information  Officer,  OfHce  of  Public  Information, 
1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Administrative  Assistant,  Office  the  General  Counsel,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Chief,  Personnel  Security  Division,  Office  of  Security,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Program  Coordinator,  Office  of  tte  Assistant  Director  (Africa), 
1750  Pennsylvania  Avenue,  N.W.,  Washin^n,  D.C.  20547. 

Program  Coordinator,  Office  of  the  Assistant  Director  (East  Asia 
and  I^ific),  1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C. 
20547. 

Program  Coordinator,  Office  of  the  Assistant  Director  (Europe), 
1750  ^nnsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Program  Coordinator,  Office  of  the  Assistant  Director  (Latin 
America),  1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C. 
20547. 

Program  Coordinator,  Office  of  the  Assistant  Director  (North 
Africa,  Near  East  and  South  Asia),  1750  Pennsylvania  Avenue, 
N.W.,  Washington,  D.C.  20547. 

Records  Control  Officer,  Office  of  Administration  and  Manage¬ 
ment,  1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Records  Contixrf  Officer,  Office  of  Personnel  and  Training,  1776 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Records  Control  Officer,  Office  of  the  Assistant  Direct,  Informa¬ 
tion  Centers,  1717  “H”  Street,  N.W.,  Washington,  D.C.  20547. 

Executive  Officer,  Motion  Picture  and  Television  Service, 
Patrick  Henry  Building,  601  “D”  Street,  N.W.,  Washii^on,  D.C. 
20547. 

Executive  Officer,  Press  and  Publications  Service,  1776  Pennsyl¬ 
vania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Notifkatkm  procedure:  Assistant  Director  (USLA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Record  accese  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USLA),  Public  Information,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency.s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  tte  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  From  the  individual  concerned;  copies 
of  actions  originated  by  the  USLA  Office  of  Personnel  and  Train¬ 
ing;  USIA  Payixdl  Office;  supervisors  ot  employees  on  whom 
records  are  maintained. 

U^A-28  (Amendment) 

System  name:  Printout  of  Minority  Group  Designator  (MGD)  Data 
System-IEO-USLA 

System  location:  U.S.  Information  Agency,  Office  of  Equal  Em¬ 
ployment  Opportunity,  1750  Pennsylvania  Avenue,  N.W.,  Washing¬ 
ton,  D.C.  20«7. 

Categories  of  individualB  covered  by  the  system:  All  current  em¬ 
ployees  of  USLA. 

Categories  of  records  in  the  system:  Computer  printout  containing 
names  of  all  USLA  employees  identified  by  name,  sex,  race,  na¬ 
tional  origin,  age,  grade,  and  wage  scale. 

Authority  for  maintenaace  of  the  system:  FPM  713,  and  Public 
Law  93-571-5  U.S.C.  522  as  amended. 

Routine  uses  of  records  msintsinert  in  the  system,  incloding  catego¬ 
ries  of  users  and  the  pnnoaes  of  such  naes:  To  compile  statistical 
records  of  minority  a^  female  employment  and  promotion  within 
tlte  Agency;  for  inclusion  in  Agency's  Eqi^  Employment  Opportu¬ 
nity  Affirmative  Action  Plan;  for  determinations  in  complaints  of 
discrimination. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 


Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  ^  per¬ 
formance  oi  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  vriio  have 
statutory  or  other  lawful  authority  to  maintain  sura  informatkm. 

The  principal  user  of  this  information  outside  the  U.S.  Informa- 
ti(m  Agency  is  Clivil  Service  Commission. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retafadag, 
and  itispnting  of  records  in  the  qatem: 

Storage:  Paper  records  in  rile  folders  (computer  reports). 
Rctrievabittty:  By  name,  sex,  race,  national  orqin,  age,  grade  and 
wage  scale. 

Saffguanis;  Maintained  in  locked  file  cabinets. 

Retention  and  dispnoni:  Records  maintained  indefinitely. 

System  mensgrrfs)  and  addrrm:  Assistant  Director  (USLA),  Equal 
Employment  Oi^rtunity,  1750  teimsylvania  Avenue,  N.W., 
Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infm- 
mation,  1750  F^imsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  I^iblic  Information,  1750 
Pennsylvania  Avemie,  N.W.,  Wadiington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  qipealing  initial  determinations  by  the 
individual  concerned  ai^iear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  From  the  enqdoyee  concerned;  USIA 
persmmel  data;  visual  inspection  of  the  enqdoyee. 

USIA-37 

System  name:  Advisory,  Referral  and  Counseliiig  Records-IPT- 
USIA 

System  location:  U.S.  Information  Agency,  (Xfice  of  Persormel 
and  Training,  Employee-Management  Rdatkms  Diviskm,  1776 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individnals  covered  by  the  system:  Emfdoyees  with 
serious,  job-related  or  medical  imrl^ms  sudi  as  alcoholism,  drug 
abuse  or  behavioral  probiems. 

Categories  of  records  in  the  qstcas:  Confidential  statements  relat- 
ii^  to  specific  problems. 

Authority  for  mslntenancr  of  the  qstenu  PuUic  Law  91-616,  Sec. 
201  (Comprehensive  Alccdt^  Abuse  and  Alcoholism  Prevention, 
Treatment  and  Rehabilitation  Act  of  1970);  Public  Law  92-255,  Sec. 
413  (Drug  Abuse  Treatment  Act  cd  1972). 

Routine  uses  of  records  maintained  ia  the  qaten^  inriading  catego¬ 
ries  of  users  and  the  purposes  of  such  uoes:  Used  on  occasion  to  pro¬ 
vide  necessary  background  to  medical  personnel  to  arrange  for 
medical  examinations  or  treatment  of  em^yees.  The  program  is  a 
confidential  resource  within  the  Agency  availaMe  voluntarily  to  em¬ 
ployees  for  assistance  with  personal  ot  job-related  problems.  Em¬ 
ployees  are  advised  of  rights,  obligations  as  well  as  benefits  availa¬ 
ble;  referrals  of  employees  to  p^essional  resources  within  the 
Government  and  in  ^  community;  continuing  on-the-job  counsel¬ 
ing  is  available. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Without  the  express  written  consent  (d  the  employee,  this  irdor- 
mation  is  not  avi^Me  to  other  personnel  of  the  U.S.  Iidonnation 
Agency.  The  only  user  of  this  i^onnation  outside  the  U.S.  Iidor- 
mation  AMncy  is  the  Depertinent  of  State,  Deputy  Assistant  Secre¬ 
tary  for  Medk^  Services,  with  the  employee’s  consent. 

PuUcies  and  practices  for  startag,  rctetevhig,  aoccating,  rrtaiuing, 
and  disposing  of  recosds  hi  tiw  qatem: 

Storage:  Paper  records  in  file  folders. 

RetrievabiUty:  By  the  employee’s  name. 

*1011  guards  Records  are  maintained  in  a  combination  bur-lock 
cabinet  at  all  time,  accessible  only  to  the  Advisory,  Referral  and 
Counseling  Officer. 

Retention  and  dteponl:  Records  retained  as  kmg  as  individual  is 
an  enqdoyee  of  the  Agency;  file  destroyed  by  dueddii^  when  em- 
l^yee  is  separated,  or  when  incumb^  counselor  is  separated 
from  the  Agmy;  exceptions  to  rules  for  retention  can  be  made 
only  with  the  concerned  enqdoyee’s  specific  approval. 
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System  wumagiria)  awl  addrew:  Advismy,  Referral  and  Cooasel- 
ing  Ctfficer,  Office  of  Personnel  and  Tkaming,  1776  Pennsylvaiiia 
Avenue,  N.W.,  Washington,  D.C.  20S47.  0 
NetiHfation  proGcdare:  Assistant  DirecUN:  (USIA),  Public  Infw- 
mation,  17SG  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20S47. 

Reeord  access  proeedarcs:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  PuUk  Information,  1750 
Pennsylvania  Avemie  N.W.,  Washington,  D.C.  20547. 

CcmttMUmf  record  procednres:  The  Abney’s  rules  for  access  and 
for  cmitesbng  contents  and  appealing  uutial  detemunatioas  by  the 
individual  concerned  appear  in  the  Rules  Sectioa  of  the  Federal  Re¬ 
gister. 

Record  sonree  cat^ories:  Principcdly  from  the  individual  con¬ 
cerned;  backtfound  information  provKled  by  the  person  who  in¬ 
itiates  referral  of  the  emidoyee,  such  as  siqiervisors  or  medicad  per¬ 
sonnel. 

usiA-as 

System  name:  Book  Adaptation  Files-ICA-USIA 
System  locrtion:  U.S.  Information  Agency,  Information  Center 
Scr^ce,  1717  “H”  Street,  N.W.,  Washii^iton,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Authors  books 
select^  for  inclusion  in  the 

unent  Thoughadapters,  qualifying  tests  and  sanqde  material  sub¬ 
mitted  by  adapters. 

Authority  for  maintenance  of  the  system:  Executive  Order  11034, 
as  amended.  PuUic  Law  87-256,  Mutual  Educational  and  Cultural 
Exchange  Act  of  1%1. 

Ronttee  uses  of  records  maintained  in  the  systeas,  isKinding  catego¬ 
ries  of  users  and  the  pnrpoaes  of  such  uses:  Reference  material  for 
determination  of  suitwility  of  books  for  use  in  the  Agency's 
unent  Thoughencies  to  which  assignment  cd  detail  may  be  made. 
Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person- 
•nel  of  the  U.S.  Information  Agenqy  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

Policies  and  practices  for  storing,  retrieving,  srrrssing.,  retaining, 
and  disposing  of  records  in  the  system 
Storage:  Card  records  and  paper  records  in  file  feeders. 
Retrievability:  By  individual  name,  by  date  of  assignment,  or 
both. 

Safeg^mrds:  Maintained  in  bar-lock  file  cabinets. 

Retention  and  di^Mioal:  Bragraphic  data  and  personnel  statistical 
data  subject  to  update  periodically;  old  records  destroyed  by 
shredding  when  no  longer  needed. 

System  managerfs)  and  addrem:  Chief,  Fmneign  Service  Personnel 
Office,  1776  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Notification  procednre:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Record  accew  procednres:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Avenue,  N.W.,  WasUngton,  D.C.  20547. 

Contesting  record  procednres:  The  Agency’s  ndes  tor  access  and 
for  contesting  contents  and  appealiog  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  sonree  categories:  Officer  Evaluation  Reports;  official  ad¬ 
ministrative  file  (OPP);  records  of  interviews  and  correspondence 
with  officers:  minutes  (rf  meetings  held  to  discuss  assipuaent  of 
Foreign  Service  officers  by  the  career  management  staff. 

USIA-4» 

Syteem  name:  Employee  Parldng-USIA 
System  location:  U.S.  Information  Agency,  Office  ot  Administra¬ 
tion  and  Management,  General  Services  Bnnch,  1776  Pennsylvania 
Ave^,  N.W..  Washington,  D.C.  20547. 

U.S.  Information  Agency,  Broadcasting  Service,  “Voice  ol 
America,’’  330  Independence  Avenue,  S.W.,  Washington,  D.C. 
20547. 

Categories  of  iadlvidnals  envered  hj  the  system:  Agency  em¬ 
ployees  assigned  USIA  controlled  park^  spaces;  enqiloyees  await¬ 
ing  assignment  of  vacated  parking  spaces. 


rntegsrtes  of  locords  In  the  systenK  Names,  office  locatioiiB  and 
telephone  numbers  of  employees  assigtird  parking  space;  partici¬ 
pants  in  car-poob;  recorm  of  payiaeats  for  panang  space  use; 
records  on  employees  with  pl^mcal  handicaps  and  doctors  or 
others  to  contact  in  case  of  emetgmcy;  waiting  list  of  employees 
desiring  assignment  of  official  pariong  space. 

Authsritj  far  maiateaanoe  of  the  systea^  General  Services  Ad¬ 
ministration  Regulations  dated  February  6,  1974,  prescribing  regula¬ 
tions  r^arding  the  use  of  federaUy  cosfroOed  pandng  spaces. 

ties  of  users  and  the  parpoam  of  snch  aaes:  Assignment  of  j^rimg 
space  to  Agency  execirtives;  to  assure  fairness  in  the  assignment  m 
parking  space  to  en^iloyees  and  to  give  priority  to  the  handicapped 
and  to  car-poob;  to  assure  timely  payment  of  fees  for  parking 
space. 

Also  see  Prefatory  Statemmt  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basb  to  person- 
nri  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per- 
formanee  their  official  thities. 

The  principal  user  of  tins  informatKm  outside  the  U.S.  Informa¬ 
tion  Agency  b  the  General  Services  Admiiustration. 

PeBciei  and  practices  far  steriag,  rrtrhvlng,  aecesring,  retainiag, 
sad  dbporing  of  records  in  the  qpstew 

Storage;  Paper  records  maintained  in  file  folders. 

RftftevahiRty.  By  name  of  the  employee. 

‘lalrgnards  Maintained  in  bar-lock  cabinets. 

Retentian  and  dtapaaal:  Records  destroyed  when  employee  relin- 
gubhes  assigned  pariong  space  or  is  separated  from  the  Agency. 

System  maaagerfs)  ssri  address:  Executive  Officer,  Broadcasting 
Service,  “Voice  of  America,’*  HEW-N  Bldg,  330  Independence 
Avenue,  S.W.,  Washington,  D.C.  20547. 

Cfairi,  General  Services  Branch,  1776  Pennsylvania  Avenue, 
N.W.,  Washii«ton,  D.C.  20547. 

Notification  piouidmi  Assbtant  Director  (USIA),  Public  Iitfor- 
mation,  1750  Ftennsylvania  Aveime,  N.W.,  Washmgton,  D.C.  20547. 

Record  accem  prarrdnrrs’  Recpiests  from  individuab  should  be 
addhressed  to:  Assbtant  Director  (USIA),  Public  Informatkm,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  pratadnrrs'  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  conconed  appear  in  the  Rii^  Section  of  the  Federal  Re- 
gbter. 

Rceoed  soHKe  categortea;  AH  infromation  obtained  from  in¬ 
dividuab  concerned. 

USU-41 

System  name:  Employment  Requests-IFT-USIA 
System  locatien:  U.S.  IMormation  Agency,  Office  of  Personnel 
and  Training,  1776  Pennsylvania  Avenue,  N.W.,  Washington.  D.C. 
20547. 

Categortes  of  individnab  covered  by  the  qntem:  Individuab  seek¬ 
ing  employment  with  the  Agency. 

Categarbs  of  records  in  the  ly  etem:  Letters,  memos,  resumes, 
reconmendations,  biograpluc  data  and  refemb  submitted  to  the 
Assistant  Director,  Penormel  and  Traimng,  for  the  purpose  of  sol¬ 
iciting  considmatioo  for  employment  with  the  Agency. 

Anihsrity  fsr  aeninteannee  of  the  system:  The  Federal  Records 
Act,  44  U.S.C.  3101. 

Ronibe  nsm  of  recseds  aminteinsd  fcs  the  qrstem,  indndii^  rstegs 
rics  of  asers  and  the  penposm  af  snch  aaes:  To  answer  inquiries  from 
Members  of  Congress  r^ardtng  employment  opportunities  for  coa- 
stituenb;  referrab  to  Agency  dements  for  quahneation  evahiations. 
Also  see  prefatory  Statement  of  General  Routine  Uses. 
Information  b  made  avaHabb  on  a  need-to-know  basb  to  person¬ 
nel  of  the  U.S.  Information  AgesKy  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  availabb  to  in¬ 
dividuab  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  bwful  authority  to  maintain  sudi  information. 

PsHcteie  and  practices  far  steriag.  rrlrbring.  acccsehig.  retsbring. 
and  diqpasing  af  rccards  In  the  ajntem; 

Staragci  Paper  recoids-ia  fOe  folders. 

Rrtrie  lability ,  By  name  of  the  individuri. 

Safcganrds:  Maiataiaed  in  bar-lock  f3e  crianets. 
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UNITB)  HATiS  INK)IMA1I0N  AGOtCY 


■aimlM  aai  dkpaMi:  Reconb  retatned  imtu  oo  kMiser  uaeful,  govenunent  anployeea  on  tempofi^  (fatty  turnigninfiitt  with  USIA, 

or  until  after  five  years  from  date  of  submission,  whichever  is  first  to  provide  services  to  Agency  exhibits  as  expeirt  specialiats,  usually 

Recocds  are  destroyed  by  shredding.  involving  overseas  travm. 


Sjatem  mmagtria)  and  addrsan  Assistant  Director,  Pers<mnel  and 
Training,  1776  Pe^yivania  Avenue,  N.W.,  Washington,  D.C. 
20547. 

NetMIcalkm  pracedmc:  Assistant  Director  (USIA),  Public  Infix'- 
matkm,  1750  Fennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Bccard  aecos  proccdnns:  Requests  from  individuals  sIXMild  be 
addressed  to:  Assistant  Directitt  (USIA),  PuUic  Infcxmation,  1750 
Pennsylvaiiia  Avenue,  N.W.,  Washington,  D.C.  20547. 

CamtaUof  record  proceduRs:  The  Agency’s  rules  fix’  aoxss  and 
for  c(nitesmg  c(xiteats  and  appealing  initial  determinatuxis  by  the 
indvidual  oxicerned  appear  in  the  Rides  Sectkxi  the  Federal  Re¬ 
gister. 

Record  aonree  cairgorfcr  Unsolicited  infexmatkm  submitted  to 
the  Agency  by  indivimials  seeking  infcxmaticxi  on  enqdoyment  pos- 
si^ties. 

USlA-42 

Sjrmcra  nanw:  Exhdxt  Guide  Training  File-ICS-USIA 
Sjnteni  locatioa:  U.S.  Infcxmation  Agency,  Infixmatkxi  Center 
Service,  1717  “H”  Street,  N.W.,  Washington,  D.C.  20547. 

Categories  el  tadhrldnals  covered  by  the  syatam:  Translators  and 
various  instructors  hired  periodically  by  the  Infixmatkxi  Center 
Service  to  train  Exhibit  Guides  befixe  assignment  overseas. 

Categories  of  records  in  the  tyatam:  Biogrardiic  data,  security 
naine<heck  forms,  history  of  assignments  wim  the  Ag^y,  and 
routine  cixrespondence. 

Antfaeiily  for  anfattenance  of  the  syotani:  Executive  Order  11034, 
as  amended. 

Routine  noes  of  records  mahttafaini  in  the  system,  inclwHiqi  catego- 
rim  of  nsers  and  the  purpoees  .of  snefa  uses:  A  rewly  reference  file 
for  l(x:ating  speiaalists  translators,  evaluating  their  qualifica- 
tkxis  and  detenmning  their  availabiUty  to  train  iiuhviduals  hired  by 
the  Agency  fix*  overseas  assignments  as  Exhibit  Guides. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Infcxmatkm  is  made  available  (xi  a  need-to-know  basis  to  persixi- 
nel  (rf  the  U.S.  Infixmation  Agency  as  may  be  reipiired  in  the  per- 
f(xmance  of  their  (dficial  duties. 

Infcxmatkxi  in  these  recixds  is  not  normally  availatde  to  in¬ 
dividuals  or  agencies  (xitside  the  U.S.  Informatkxi  Agency,  but 
records  may  be  rdeased  to  other  government  agencies  who  have 
statutory  or  (Xher  lawful  authority  to  maintain  sura  infixmation. 

Mkles  and  practices  lor  ttoring,  ratrieviug,  aceiodug,  retainiiig, 
and  dfapoolug  of  rocordstai  thosyolim: 

Storage:  Paper  recixds  in  file  folders. 

RotikvahiUty:  By  name  of  the  individuaL 
Safeguardo:  Records  maintained  in  bar4^k  cabinets,  availaUe 
(xily  to  authorized  personnel. 

Retention  and  dhpaaal:  Records  k^  as  long  as  person  is  of  em¬ 
ployment  interest  a^or  employed  Files  are  destroyed  by  burning 
whra  no  kxiger  needecL 

S^ulcm  anuagcr(s)  and  addreos:  Recixds  Ccxitrol  Officer,  Ex¬ 
hibits  Development  and  Productxxis  Division,  U.S.  Information 
Agency,  1717 '‘H”  Street,  N.W.,  Washington,  D.C.  20547. 

NoHBcaHon  procedure:  Assistant  Director  (USIA),  Public  Infix- 
matkxi,  1750  F^imsylvania  Avenue,  N.W.,  Washuigtoo,  D.C.  20547. 

Record  aceeas  procedures:  Reipiests  from  individuals  should  be 
addressed  to:  Assistant  Directex  (USIA),  Public  Information,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Couleatfaig  record  procedures:  The  Agency’s  rules  fix’  access  and 
f(X  contesting  cixitents  and  appealing  mitiai  deteminations  by  the 
individual  ccxicerned  appear  in  the  Rules  Sectkxi  ett  the  Fedend  Re¬ 
gister. 

Record  oenree  calegorlos:  Information  included  in  these  records  is 
submitted  or  autlMxized  by  the  individual  ctxtcerned  and  is  availa- 
ble  f<x  his  (X  her  review. 

USU-43 

^ulem  naase:  Exhibit  Specialist  Qrantees-ICS-USlA 
System  lecoHou;  U.S.  Information  Agency,  infexmation  Center 
Service,  1717  “H.’  Street,  N.W.,  Washington,  D.C.  20547. 

Cateaorim  of  Mlvldaals  covered  by  the  syotenu  Private  in- 
(hviduius  under  grant  or  contractual  agreement  with  the  Agency,  or 


Calagacim  of  rocowlo  in  the  ayatom  Naam,  address,  itinenxy  of 
travel,  descriptkxi  of  services,  reccxds  oi  seraiity  (dewance  and  of 
grants  or  orders,  resume  of  career  and  list  of  publicatkais,  cor- 
lespoodence,  informal  evaluatkxis  of  performance  as  an  exhibit 
specialist,  plmtographs,  publications  by  the  oixKxrned  individiiab. 

Aittfaoritj  for  mataimanee  of  the  system!  Executive  Order  11034, 
as  amended. 

Rautlus  asm  of  rocords  mofutafasBd  iu  the  ^POtsmL  fasdudiag  catog^ 

ries  of  asm  and  the  purpoM  of  ouch  nsoo:  Used  nx  the  purpose  of 
selecting  specialists  m  various  fiekb  to  assist  in  the  design  of  ex¬ 
hibits  f(x  use  overseas;  as  (xxisultaiits  during  fabriottion  of  ex¬ 
hibits;  to  assist  USIA  personnel  overseas  to  (xxistract  exhfixts. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Informatkxi  is  made  availidile  <xi  a  need-to-4mow  buaii  to  person¬ 
nel  (rf  the  U.S.  Information  Agency  as  may  be  ie(]uired  in  me  per¬ 
formance  of  their  official  duties. 

Informatkxi  m  these  records  it  not  normally  availaUe  to  in¬ 
dividuals  or  agencies  (xttside  the  U.S.  Infcxmatkxi  Agency,  but 
recixds  may  be  released  to  other  goveimneitt  agencies  who  have 
statuUxy  or  other  lawful  authexity  to  maintain  suiai  informatkxL 
Bolides  and  practices  fer  staring,  rstrirvlug,  acooaaiug,  rrtsiniug, 
and  dbpaaiiig  of  records  in  the  sysism: 

Storage:  Paper  re<Mxds  in  file  fedders. 

Retrievabittty:  By  show  name,  the  word  ’’specialist,’,  followed  by 
individual’s  name. 

Sairgnardf  Maintained  in  bar-dock  file  cabmets. 

Ritenflou  and  diapomi:  Reccxds  kept*  as  long  as  individual  is  nf 
emptoyment  interest  aad/or  employecL  Files  are  destroyed  by  burn¬ 
ing  when  no  kxiger  need^ 

Syntam  mammnr(s)  and  addram:  Recixds  COittrol  Officer,  Infcx- 
mawm  Center  Service,  U.S.  Infixmatkxi  Agency,  1717  ”H”  Street, 
N.W..  Washii«ton,  D.C.  20547. 

NotMcalioa  procedure:  Asristant  Director  (USIA),  Pidilic  Infor- 
matiixi,  1750  Pennsylvania  Avenue,  N.W.,  Waahmgtoo,  D.C.  20547. 

Record  aocem  pi'oiednrn:  Reiiuests  from  individuals  shcxild  be 
addressed:  Assistant  Director  ^SIA).  PuMic  Infixiiiatkxi,  1750 
Pennsylvania  Avenue,  N.W..  Washington,  D.C.  20547. 

Contarifay  record  prncsdursff  The  Agracy’s  rules  for  access  and 
for  conifatmg  ccxitents  and  appealmg  uutud  detenmnrikxis  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Raoord  source  cattgsrics:  Infixmatioa  included  in  rerards  was 
either  suboutted  (x  authorized  by  the  individual  c(»cerned,  or  was 
available  from  public  sources  such  as  book  reviews  or  mrierial 
printed  in  varkxis  publicatioiia;  Natkxial  Araocy  namecheck  infex- 
matkxi  is  obtained  through  the  Agency^  Omce  of  Security. 

USIA-44 

System  name:  Fixeign  Service  Locator  Rle-IPT-USIA 
Syatam  Incatiau:  U.S.  Informatkxi  Agency,  Office  of  Persoiuiel 
and  Training,  Enqiloyee  Rdatioaa  and  Retiretneitt  Branch,  1776 
Pennsylvaiua  Avenue,  N.W.,  Washington,  D.C.  20547. 

Categories  of  iiiiBvfalmila  cuvarod  by  tfas  qutuK  All  Agency 
fexeign  service  employees. 

Calegorim  of  rocords  in  tbs  ayatsas:  For  foreiga  service  em¬ 
ployees;  present  place  of  assignment  ovmseas,  posttkxa  held,  Imme 
adchress,  address  of  next-of-kin,  emfdoyee’s  personal  bank. 

AuHmrity  far  amIulMmncc  ef  Iht  lyatcmt  The  Federal  Records 
Act,  44  U.S.C.  3101. 

Routfaw  asm  of  tocerds  uudulalnsd  in  tfas  qutam,  fasclndlng  catego¬ 
ries  of  uasrs  and  tha  ourposm  at  such  oast:  Used  by  USIA  offk^ 
to  l(x»te  a  Foreign  Service  eaqiloyee:  salary  d^oaits;  infatming 
next-^-km. 

Also  see  Prefatory  Statement  of  General  Roittine  Uses. 
Infixmatkxi  is  made  avaSatde  on  a  need-to-know  basis  to  peracm- 
nel  of  the  U.S.  Informatioa  Agency  as  may  be  reiiuired  in  Uw  per- 
fcxmance  of  thdr  official  ditties. 

Information  in  these  recixds  is  not  normally  available  to  iu- 
divkhials  (x  i^encies  outaide  the  U.S.  Infornmtkm  Agency,  but 
records  may  be  released  to  (Xher  govcrainent  egcncier  odw  have 
statutory  or  other  lawful  authority  to  maintain  aura  information. 

Pottdes  and  proetkm  far  riarii«,  ralrisvhn,  aeeamlng,  rslainlag, 
and  diqyaring  octuciwdi  far  Ihs  cpriMK 
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Storage:  Information  maintained  S“  x  8‘*  index  cards. 
Retrievabfflty;  By  the  officer.s  name. 

Safegnards:  Records  are  under  surveillance  by  authorized  em¬ 
ploy^  during  wmldng  hours,  and  by  security  guards  after  official 
worldng  hours. 

Retantioa  and  disposal:  Locator  information  is  constantly  chang¬ 
ing,  thus  not  a  permanent  record;  locator  card  is  removed  from  the 
fife  when  the  onicer  is  separated  from  the  Agency. 

System  managerfs)  and  addrcaK  Chief,  Employee  Relations  and 
Retirement  Branch,  Office  of  Personnel  and  Training,  1776 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20S47. 

NodOcatioa  praesdare:  Assistant  IMrc«tor  (USIA),  PuUic  Infm- 
mation,  17S0  Ftnnsylvania  Avenue,  N.W.,  Washington,  D.C.  20S47. 

Record  access  procednres:  Requests  from  individoals  should  be 
addressed  to:  Assistant  Diiector  (USIA),  PuMc  Infcmnation,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Contest^  record  pencedaces:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initud  determinations  by  the 
indivkhial  ctmeemed  appear  in  the  Rules  Sectiem  oi  the  Fedmal  Re¬ 
gister. 

Record  source  categories:  From  the  officer  concerned;  copies  of 
Personnel  Action  Forms  (SF-50);  travel  memos. 

USU-45 

^fstem  naaw:  Information  Center  Service  ContracUn^  and  Gran- 
tees-ICS-USIA 

System  location:  U.S.  Information  Agency,  InformaticHi  Center 
Service,  1717  “H”  Street,  N.W.,  Washington,  D.C.  20547. 

Categories  of  indhridnals  covered  by  the  systenK  Mvate  in¬ 
dividuals  who  are  under  grant  or  contractual  agreement  with  the 
Agency’s  Information  Center  Service  to  provide  goods  or  services 
r^uired  in  conducting  cultural  programs. 

Categories  of  raconis  in  the  system:  Name,  address,  itinerary  of 
travel,  goods  and/rw  services  to  be  provided  to  the  Information 
Center  Service  under  grant,  contract  or  purchase  order  grant; 
records  of  payments  for  services  rendered  or  goods  delivered. 

Aidhority  for  malatenancc  of  the  system:  Executive  Order  10477 
of  August  1,  1953;  Executive  Order  10822  of  May  20,  1953,  impte- 
menting  Section  2((B  the  Reorganization  Plan  No.  8  of  1953. 

Routine  uses  of  records  maintained  in  the  system,  infinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Fifes  are  used  by  the 
Budget  Office  and  the  Executive  Office  staffs  of  the  Agency’s  In¬ 
formation  Center  Service  as  reference  material  to  assure  proper  ex¬ 
penditure  of  Agency  funds,  to  monitm  the  completion  cd  grant  or 
contractual  arrai^ments,  and  to  assure  proper  payment  for  goods 
delivered  or  services  rendered. 

Also  see  Prefatory  Statement  of  (jeneral  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  pm- 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  rdeased  to  other  govenunent  agendes  udio  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  (or  storing,  retarieviag,  acccstiag,  retaiaiug, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  maintained  in  fife  folders. 

RetrievabiUty:  By  document  number  cross-referenced  by  a  name 
card  fife. 

Safeguards:  Maintained  in  bar-lock  fife  cabinets. 

Retention  and  disposal:  Records  of  transactions  over 
10,(X)0  retained  for  six  years,  then  sent  to  the  Federal  Records 
Center.  For  transactions  under 

10,000,  records  retained  for  three  years,  then  sent  to  Federal 
Records  Center. 

System  nmaagerCs)  and  address:  Budget  Officer,  Information 
Center  Service,  1717  “H.’  Street,  N.W.,  Washington,  D.C.  20547. 

Notillcatioa  prooednre:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Avenue,  N.W.,  WashingtM,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Directs  (USIA),  Public  Information,  1750 
Pennsylvania  Avenue,  N.W..  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency.s  rules  for  access  and 
for  contesting  contents  and  appealing  mitial  determinations  by  the 


individual  concerned  appear  in  the  Rules  Sectioa  at  the  Federal  Re¬ 
gister. 

Record  semnee  categarica:  From  the  individual  concerned;  copies 
of  contracts  and  grants;  travel  authorizations  provided  by  Agmy 
Transportation  Branch;  copies  oi  invoices  for  payment 

USIA-46 

System  nmne:  Mailing  Lists-IOA/SS-USIA 
System  laratiau:  U.S.  Information  Agency,  Office  of  Administra- 
tion  and  Management,  Reproduction  and  Special  Services  Branch, 
1776  Pennsylvama  Avenue,  N.W.,  Washington,  D.C.  20547. 

Categarict  of  iadhrMaals  ceesmd  by  the  system;  USIA  domestic 
and  Fbrdgn  Service  officers;  radio  station  managers,  personalities 
and  technicians;  foreign  corre^Kmdents;  American  and  foreign 
diplomats;  Idndans;  scholars;  Members  (rf  Congress;  inffwmation 
counselors  of  other  Federal  agencies  and  the  mditary;  officers  of 
international  organizations;  American  journalists;  newspaper  and 
magazine  editors  and  publisliers;  public  relations  officers;  musi¬ 
cians;  historians. 

Categories  of  reeards  in  the  system:  Records  contain  name,  ad¬ 
dress,  occupation,  tide  and  profession  of  individuals  who  need  to 
have  access  to,  or  have  requested  information  <»ncerntng:  Agency 
publications,  news  pictures,  reports  on  current  issues  and  othv  re¬ 
ports;  messi^es  for  overseas  distnbutioo;  press  leleaaea;  USIA 
Manual  of  Operations  and  Adminbtntion;  adaptations  and  conden¬ 
sations;  current  events  picture  packs;  FYI  1^;  VOA  frequency 
schedule;  stand-by  at&oex  lists;  special  packks;  Music  USA 
packets;  VOA  pro^mn  hi^lights. 

Aniharity  far  maintenanee  of  the  lystem;  Public  Law  40(2. 

Routine  uses  of  reeards  aminlainsd  in  the  ij  sterna,  indndhig  categn- 
ites  of  nssn  and  the  pmpsom  of  such  uses:  Mailmg  lists  are  used  by 
Agency  elements  to  distribute  printed  materials  to  Agency  person¬ 
nel  who  need  access  to  such  iaformatinn  in  the  p^onnaace  at 
their  duties,  and  to  members  of  the  public  listed  imder  (Categories 
of  Individuals  covered  by  the  system  as  shown  above  who  have 
requested  such  information,  or  who  have  a  professional  need  and 
interest  in  acquiring  such  information. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Informatioa  is  made  avadabk  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  per¬ 
formance  of  their  official  dudes. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agemries  who  have 
statutory  or  other  lawful  authority  to  maintain  su^  information. 

Peikfcs  and  practices  far  storing,  ritehttog,  acccadng,  ratototog, 
and  (Hgpoting  of  retards  in  the  qntem: 

Storage:  Addressograph  plates  filed  in  special  drawers. 
RetrievahiHly;  By  code  number  of  the  distribidion  list  and  the 
sul^ect  niattfa-  at  ^  printed  material,  and  then  by  naaee  airanged 
•  alphabetically. 

Safeguards:  Maintained  in  locked  cjdiinets  vdien  not  in  use. 
Rcteniton  and  dhpaaal:  Fhdes  are  updated  frequently,  with  old 
plates  removed  from  the  system  and  destroyed. 

System  managerfs)  and  addreae:  (Chief,  Reproduction  and  Special 
Services  Branch,  U.S.  Infonnadcn  Agency,  1776  Pennsylvania 
Avenue,  N.W.,  Washington,  D.C.  20547. 

Netificatian  prarrdUrr;  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Record  accem  pracedarea;  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Infocmatioo,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Contesting  reoard  pracednrre!  The  Agmy’s  rules  for  access  and 
for  contesting  contents  and  appealiag  initial  determinations  by  the 
individual  concerned  appear  in  the  Ibiles  Section  of  the  (federal  Re¬ 
gister. 

Retard  aaarcc  categacteo:  From  the  individual  concenwd  and 
from  public  documents  such  as  (Congressiooal  and  prttfessional 
directories  and  jounuds. 

USlA-47 

System  aame:  Officer  Assignment  Requests-IFT-USLA 
System  lecation;  U.S.  Information  Agency,  Office  oi  Personnel 
and  Training,  1776  Pennsylvania  Avenue,  N.W.,  Washington,  D.C. 
20547. 
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CiHHW<M  •!  MMiHrii  emmni  kjr  Ikt  apitmm:  Agncy  officen 
who  hove  written  or  ^wken  to  the  Assistant  Dirertor,  Office  of 
Penoonel  and  Tnininc,  regarding  assignment  preferences  or 
problems.  • 

Caicgsrte  of  roeards  In  ths  sfotem:  Letters,  memos,  and  occa- 
sionally  biographic  data  submitted  by  the  individual  seeking  particu¬ 
lar  nssignnirnts;  wrkten  answers  to  specific  requests. 

AndMrity  lor  aHieianance  of  the  qistenu  The  Federal  Records 
Act,  44  V.S.C.  3101. 

tontine  ness  of  recanis  maintained  hi  the  sysjsm,  Indnilng  catoge- 
Has  of  naers  and  the  pnrpaaas  af  anch  nasK  Used  exchiaively  by  the 
Assistant  Director  and  the  Deputy  Assistant  Ducctor,  Office  of 
Personnel  and  Traimng,  for  discussion  at  officer  assigiunents  and 
officer  career  interests. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  available  on  a  need-to4cnow  basis  to  person¬ 
nel  of  the  U.S.  Infonnation  J^eocy  as  may  be  required  in  the  per¬ 
formance  at  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  sriio  have 
statuUMy  or  other  lawful  authority  to  maintain  such  information. 

Psikks  and  practices  for  storing,  retrievh^,  accasdng,  retaining, 
and  dtapoaing  of  racMtdB  in  the  systoin: 

Storage:  Paper  records  in  file  folders. 

Rctiievabilfty:  By  the  name  of  the  individual. 

Ssfegnards:  Maintained  in  metal  bar-lock  file  cabinets. 

Brtrnrton  and  dhpoaal:  Usually  retained  under  officer  is  assigned 
or  for  kxirer  period  depend!^  upon  tlm  assignment  actions; 
destroyed  when  no  longer  needed. 

System  manageris)  and  address:  Assistant  Director,  Office  of  Per¬ 
sonnel  and  Training,  U.S.  Infonnation  Agency,  1776  Permsylvania 
Avenue,  N.W.,  Washington,  D.C.  20547. 

NotMcatioa  procedare:  Assistant  DirecUM-  (USIA),  PuUic  Infor¬ 
mation,  1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Rceord  access  pracedares:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Cenleriing  record  preoedarss:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Sectioa  ol  the  Federal  Re¬ 
gister. 

Record  source  calegarics:  From  the  officer  requestiog  assignment 
consultation,  replies  of  the  Assistant  Director,  Office  of  Personnel 
and  Training,  to  such  requests. 


USU-4t 

System  name:  Official  Travel  Recotds-IOA/ST-USIA 
Syriem  localloa:  U.S.  Informatioo  Agency,  Office  of  Administra- 
tioQ  and  Management,  Transportation  Branch,  1776  Pennsylvania 
Avenue,  N.W.,  Washington,  D.C.  20547. 

rntegsrles  of  hnMviihmls  covered  by  the  system:  Past  and  present 
USIA  employees  and  private  citizens  wlw  have  traveled  under 
Agency  auspices. 

Catagsrtes  of  recordh  in  the  eysteas:  Travel  authorizations,  docu¬ 
ments  related  to  shipment  and  storage  of  personal  effects  and  au¬ 
tomobiles,  worksheets  on  itmeraries  and  correspondence  related  to 
the  above.  Records  of  active  passporU  and  passports  issued. 
Records  of  temporary  duty  travel.  Location  and  cost  of  storage  of 
personal  effects. 


Aathority  lor  amintemmee  of  the  system:  Supplemental  Apm-opria- 
^  Act  of  1955,  P.L.  663,  Seetkm  1311  (83id  Congress)  (31 
U.S.C.  200);  Sectioa  3679  of  the  Revised  Statues,  as  amended  An¬ 
tideficiency  Act  pi  U.S.C.  665). 


Rordhte  nom  of  records  mainteinod  in  the  system,  indndfa^  catego- 
rim  of  noon  and  tho  purposes  of  such  noso:  Used  as  reference 
materiu  by  the  staff  of  the  Arency’s  TraninortatkMi  Branch,  and  as 
authorization  for  issuance  of  transportation  requests,  travel  ad¬ 
vances,  and  passports;  for  payment  to  carriers  for  tranqiortation  of 
travders  and  their  Mrsooal  effects;  for  payment  to  storage  and 
transfer  compames  for  the  packing  and  storage  of  household  ef¬ 
fects. 


Also  see  Prefatory  Statement  of  General  Routine  Uses. 
Informatioa  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  y.S.  Information  Agency  as  may  be  required  in  the  uer- 
formance  ctf  thek  official  duties.  ^ 


ItrioraiBlion  in  these  recoids  is  not  nonndy  ovaSuble  to  in- 
divKhmls  or  agencies  outside  the  U.S.  Informatkm  Agency,  but 
reoonit  my  be  relciicd  to  other  goverameid  aosactes  who  have 
statutory  or  other  lawful  audiocity  to  "***"**t^  MiA 


tkes  lor 

in  ths 


Sterags:  Paper  records  maintained  in  file  folders  and  in  index 
boxes. 


■stetevaldllty:  Indexed  alphabetically  by  name. 

SodognardK  Pamporis  and  related  omleiial  such  as  coriespon- 
dence  and  messages  are  in  bar-lock  cabinett.  Other  records 
are  kept  in  unlocked  cabinets  winch  are  hikW  surveillance  of 
authorized  emptoyees  during  the  working  day,  by  security 
guards  after  officiai  workiqg  hours. 

■teadten  and  dkpoanl:  Temporary  duty  travel  authorizaitions  are 
maintained  fbr  four  yean  and  then  sent  to  a  Federal  Records 
Center.  All  other  records  are  retained  indefinitely,  or  until  after  an 
employee  has  been  separated  from  the  Agency  for  six  months. 

Syriam  nmnugsrf^  and  address:  Chief,  Transportation  foanch, 
U.S.  Informatioa  Agency,  1776  Peimsylvania  Avemie,  N.W., 
Washington,  D.C,,  20^. 

Notmeatfsa  precedmai  Assistant  Director  (USIA),  Aiblic  Infor¬ 
mation,  1750  Pennsylvania  Avemie,  N.W.,  Washu^ton,  D.C.  20547. 

Record  aeocm  proccdorcs:  Requests  fixmi  individaab  should  be 
addressed  to:  Asustant  Director  (USIA),  Public  bdormation,  1750 
Pennsylvania  Avenue,  N.W.,  WashiiMtoa,  D.C.  20547. 

Coidcatlap  record  pracodmrm:  The  Agency’s  rules  for  accem  and 
for  contesting  contents  and  appealing  initial  determinations  by 
individual  concerned  te>pcar  in  the  Rules  Section  of  the  Fedend  Re¬ 
gister. 

Reeerd  searee  categortes:  Travel  request  forms  initiated  by  vari¬ 
ous  Agency  elements;  information  regarding  personal  and 
household  ejects  obtained  from  the  traveler  and  from  carriers; 
passport  infonnation  received  from  the  Department  of  Stale’s  Pass- 
pent  Office. 


USU-41 

System  naam:  Photographers  and  Photographs  for  Exhibits  Use- 
ICS-USIA 

i^pttem  locatloa;  U.S.  Informatioa  Agency,  Exhilnte  Divisioa, 
1717  “H”  Street,  N.W.,  Washiegton,  D.C.  20547. 

CategMrks  of  imitvIdaBie  covared  by  the  qateae  Names  and  ad¬ 
dresses  of  idiotographen  hired  by  the  Informatioa  Onter  Service 
to  provide  photographs  suitable  for  use  in  the  Ageiicy.s  overseas 
Exhibits  Pregram;  coUectioa  of  photographs  for  possdile  use  in  Ex¬ 
hibits  programs  with  the  names  and  addresses  of  the  individuate 
holding  copyrights. 

Categstks  of  raconis  in  ths  qnteau  Coneqxmdenoe  with  in¬ 
dividuate  concerning  employment  with  the  Information  Center  Ser¬ 
vice  to  perform  pbottvaphic  services;  personal  data  on  photog¬ 
raphers  such  as  name,  address,  telqthooe  number,  price  charged 
for  services,  specialities,  avaSabOity  of  rights,  previous  USIA  as¬ 
signments,  evaluation  ^  photographer’s  work;  nmnes  mid  ad¬ 
dresses  of  persons  owniim  ri^its  to  photographic  work  considered 
suitaUe  for  overseas  Exfamits. 

Aidhsrity  Isr  malnteuanre  of  ths  qatenu  Executive  Order  11034, 
as  amended. 

Rauthte  ossa  of  records  andatoteted  In  ths  qntem,  toctodl^  catego¬ 
ries  of  omn  and  the  purpams  of  anch  nsam  To  anpure  existing  pic- 
Uires;  to  select  pbotc^papiiers  for  spectfic  assignments;  for  general 
photo  research;  for  use  in  the  Agency’s  exhibhs  hqgrauL 

Also  see  Prefatory  Statement  of  General  Routina  Uses. 

Informatioa  is  made  avaitaUe  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Informatioa  Agency  as  may  be  required  in  tte  per¬ 
formance  of  their  official  duties. 

Infonnation  in  these  records  is  not  normally  avadable  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Iidormatkm  Agency,  but 
records  may  be  released  to  other  government  tmrnriri  who  have 
statutory  or  other  lawful  authority  to  mwittain  suu  iirforniatioo. 

FsMdci  and  pnetkas  far  storing*  rstriiiing.  accsmhq,  rstoiali^ 
and  dhposlgg  of  records  in  ths  qntem: 

Storage:  Paper  records  and  photcgrqihs  maintained  in  ffle  fol¬ 
ders. 

RctritvabiUly:  By  name  of  the  imhviduaL 

Satfgnardsi  Maintained  in  combination  bar-lock  cabinets. 
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Et^MifcMi  mad  dtafaadl:  Records  kept  as  long  as  person.s  photo- 
en^ilis  are  interest  for  use  in  particular  exhibits.  HIm  are 
destroyed  by  burning  when  no  longer  usefuL 
Syrtem  nanageifs)  and  adirrw;  Records  Control  Officer,  Ex¬ 
hibits  IMvision,  U.S.  Information  Agency,  1717  “H”  Street,  N.W., 
Washington,  D.C.  20S47. 

NotificathNi  proccdnre:  Assistant  Director  (USIA),  PuUk  Infor¬ 
mation,  1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20S47. 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Couteitiiig  record  procedures:  The  Agmicy.s  rules  for  access  and 
for  contest!!^  contents  and  appealing  initial  determinations  by  the 
individual  concerned  a^iear  in  the  Ruks  Secticm  of  the  Fedend  Re¬ 
gister. 

Record  source  categories:  Information  included  in  records  is  pro¬ 
vided  or  authorized  1^  the  individual  concerned  and  is  available  for 
his  or  her  review. 

USIA-Sd 

System  name:  Records  on  Shipment  of  Effects,  Unaccompanied 
Baggage  and  Automobile-IOA/F-USIA 
System  location:  U.S.  Infmmation  Agency,  Office  (d  Administra¬ 
tion  and  Management,  Finance  and  Data  Management  Division, 
1776  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Categories  ol  individnals  covered  by  the  system:  Foreign  Service 
enqdoyees  authorized  to  ship  effects  and  automobiles  overseas  at 
USIA  expense. 

Categories  of  records  in  the  systesa:  Paper  cards  listing  payments 
made  to  packers,  carriers,  etc.,  in  connection  with  shqiments  of  ef¬ 
fects,  baggage  and  automobiles  pursuant  to  travel  autlmrizations. 
Authority  for  maiutmaurr  of  the  system:  31  U.S.C.  66a. 

Rontiae  uses  of  records  maintaiuril  in  the  system,  iuciudiug  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  if 
unauthorized  charges  were  incuired  due  to  excess  shipments,  in¬ 
direct  routing,  or  <Mher  reasons. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  ^  per¬ 
formance  of  their  (rfficial  duties. 

Information  in  these  recwds  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  tar  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  maintained  in  tub  file. 

RetrievabiUty:  Filed  alphabetically  by  individual  name. 

Safeguards:  Records  are  under  surveillance  by  authorized  em¬ 
ployees  during  the  working  day,  and  by  security  guards  after  offi¬ 
cial  working  hours. 

Retention  and  disposal:  Records  destroyed  four  years  after  the 
fiscal  year  in  which  shipment  is  authorized. 

System  nmnager(s)  and  address:  Assistant  Chief  for  Fiscal  Opera¬ 
tions,  U.S.  Information  Agency,  Finance  and  Data  Management 
Division,  1776  Pennsylvania  Avenue,  N.W.,  Washington,  D.C. 
20547. 

Notification  procedure:  Assistant  Director  (USIA),  PuUic  Infor¬ 
mation,  1750  Petmsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Conficatktg  record  proecdnres:  The  Agency’s  rules  for  access  and 
for  contesi^ij  contents  and  appealing  initial  determinations  by  the 
individual  <'.oncemed  appear  in  the  Rules  Section  (A  the  Fedend  Re¬ 
gister. 

Record  source  categories:  USIA  (rffices  issuing  travel  authoriza¬ 
tions;  travel  vouchers  submitted  by  employees;  invoices  submitted 
by  carriers  for  payment. 

USIA-51 

System  name:  Salary  Computatioo  Rec<Hds-IOA/B-USIA 
System  locathm:  U.S.  Information  Agency,  Office  ot  Administra- 
tion  and  Management,  Budget  Division,  1776  Pennsylvania  Avenue, 
N.W.,  Washington,  D.C.  20547. 


Cntegorim  of  individnals  covered  by  the  systeuK  Persons  employed 
by  the  Agency  during  any  past  fisi^  year,  and  the  current  fiscal 
year. 

Categories  of  records  in  the  systeuK  Personnel  Action  Forms, 
Standard  Fmrms  50. 

Authority  tor  mniatenanoe  of  the  systenu  E.O.  10477  of  August  1, 
1953;  E.O.  10622  of  May  20,  1953,  implementing  Sectioo  2(d)  of  the 
Reorganization  Flan  No.  8  of  1953;  Buc^t  Treasury  Regulation  No. 

1  (revised);  The  Economy  Act  (31  U.S.C.  686),  Section  601;  Section 
3679  of  the  Revised  Statutes  as  amended  (31  U.S.C.  665). 

Routine  uses  of  records  maintnined  fas  the  system,  indnding  catega 
rics  of  uaers  and  the  purposes  of  such  uaea:  For  the  use  of  the 
Budget  Division  Staff  only,,  for  salary  computations  for  Agency 
budgk  purposes. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statuttHy  or  other  lawful  authority  to  maintain  su<m  information. 

Policies  and  practices  far  staring,  retrieving,  aocembig,  retaining, 
and  disposing  of  records  in  the  tyilew 
Storage:  Paper  records  maintained  in  ffles. 

Rctrievability:  By  name  of  individuaL 

Safrguanlr  Security  provided  by  surveillance  of  authorized  em¬ 
ployees  during  woridng  hours  and  by  security  guards  after  woridng 
hoiurs. 

Retention  and  Retained  until  no  longer  needed. 

System  mauager(s)  and  address:  Cluef,  Media  and  Support 
Braiach,  Bucket  Division,  lOA,  U.S.  Information  Agency,  1776 
Pennsylvaiiia  Avemie,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor- 
matioo,  1750  I^nnsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Record  aceem  procedures:  Recpiests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Infonnatioo,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547.  ^ 

Coutesthig  record  procedures:  The  Agmy’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinatioas  by  the 
individual  ctmeerned  appear  in  the  Rules  Sectioa  of  the  Federd  Re¬ 
gister. 

Record  sonree  categories:  USIA’s  Office  of  Persobnel  and  Train¬ 
ing- 

USlA-52 

Syriem  name:  Travel  Authorization  Obligation  File-IOA/F-USIA 
System  location:  U.S.  Informatioo  Agency,  Office  of  Administra¬ 
tion  and  Management,  Finance  and  Data  Management  Division, 
1776  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Categerici  of  iadividunls  covered  by  the  sysleau  Individuals 
authcMized  to  travel  for  vriiich  costs  of  travel  are  chargeable  to 
USIA  appropriatioos. 

Categories  of  records  in  the  system:  Copies  of  travel  authoriza¬ 
tions  and  copies  erf  paid  vouchers  and/or  abstracts  or  other  docu¬ 
ments  relating  to  payments  for  authorized  travel. 

Authority  for  maiutenauce  of  the  tystem:  31  U.S.C.  66a. 

Routiue  uses  of  records  umiutained  in  the  system,  Im  lading  catego¬ 
ries  of  users  and  the  purposm  of  such  naes:  To  support  recorxling  of 
obligations  <rf  funds  for  travel;  for  audit  of  tram  and  transporta¬ 
tion  vouchers  prior  to  certificatioo  and  payment;  control  to  avoid 
duplicate  payment  of  claims. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 
Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  leipiired  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in- 
.  dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
recrxds  may  be  released  to  other  government  aMneies  who  have 
statutory  or  other  lawful  authority  to  maintain  sinm  information. 

Psiicies  and  practices  for  storing,  rrtrWriug,  accessiag,  retaining, 
and  dioposing  of  records  fas  the  systein: 

Storage:  Paper  files  maintained  in  three-ring  binders  and  in  file 
folders. 


FEOEtAL  lEGISTEI,  VOL  41.  NO.  37— TUESDAY,  FEtRUAtY  24,  1976 


8162 


UNITEO  STATES  INFOtMAIION  AGENCY 


RetrkvabilHy:  By  name;  cross-reference  to  travel  authorization 
number  filed  by  a{^ropriation/allotment  chargeable. 

Safeguards:  Records  are  under  surveillance  by  authenized  em¬ 
ployees  during  the  working  day,  and  by  security  guards  after  (rffi- 
cial  working  hours. 

Rctentioa  and  dfsposal:  Alphabetical  copy  of  travel  authorizations 
destroyed  three  years  after  close  of  fisem  year  in  which  issued. 
Folders  destroyed  between  four  and  ten  years  after  close  of  fiscal 
year,  depen^ng  upon  the  type  of  travel. 

Systan  managerfs)  and  address:  Chief,  Finance  and  Data  Manage¬ 
ment  Division,  U.S.  Information  Aj^ncy,  1776  Pennsylvania 
Avenue,  N.W.,  Washington,  D.C.  20547. 

Notification  procednre:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Feder^  Re¬ 
gister. 

Record  source  categories:  Standard  forms  and  Agency  forms 
prepared  in  connection  with  official  travel  by  personnel. 

USlA-53 

System  name:  Source  File-IMV-USIA 
System  location:  Motion  Picture  and  Television  Service,  U.S.  In¬ 
formation  Agency,  601  “D”  Street,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  qrstem:  Individuals  in  the 
audio-visual  field  who  are  in  contact  with  the  International  Commu¬ 
nications  Media  Staff  on  attestation,  film  festivals  and  other  activi¬ 
ties. 

Categories  of  records  in  the  systm:  Biographical  data,  press 
releases,  routine  correspondence,  and  similar  material. 

Authority  for  maintenance  of  the  system:  Federal  Records  Act. 


Ronthw  naes  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  md  the  purpoaes  of  soch  uses:  To  provide  a  source  of 
information  file  for  the  Intematkmal  Communications  Media  Staff 
on  subjects  such  as  attestation  and  film  festivals. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  Ae  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  availaUe  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  govenunent  agencies  who  have 
statutory  or  other  legal  authority  to  maintain  such  information. 

Policies  and  practices  for  stormg,  retrieving,  accessing,  retaining, 
and  dispaaiag  of  records  in  the  qutem: 

Storage:  Paper  records  in  f!)e  folders. 

Retrievabiltty:  By  name  of  individual  concerned. 

Safeguards:  Maintained  in  locked  file  cabinets  and  available  only 
to  authorized  personnel. 

Retention  and  disposal:  Files  are  reviewed  approximately  every 
five  years  and  retaiiied,  retired  or  destroyed  as  appropriate. 

System  manager(s)  and  address;  Chief,  International  Communica¬ 
tions  Media  Staff,  U.S.  Information  Agency,  601  “D”  Street, 
N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initiid  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re^ 
gister. 

Record  source  categories:  Information  is  provided  by  the  in¬ 
dividual  concerned  or  from  published  sources. 
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